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December 1969 issue not included. 


By month (page) 
QQ — “Quickie Quiz” 
SOS — “Secretary on the Spot” 


Banking, Finance, and Insurance 

Accounting Principles (book review), 8/9 (32) 

“Money in Your Life,” 5 (18) 

“NSA Group Insurance,” 1 (37) 

‘“What’s All This About Gold?” B. W. Hamm, 
BBA, MBA, Ph.D., CPS, CSR, 3 (26); QQ, 
3 (29) 

‘“*The Wide, Wide World of Insurance,” 
Maxine B. Niemeyer, CPS, CLU, 1 (18); 
QQ, 1 (21) 


Certified Professional Secretary Program 
‘Application To Take the Certified Profes- 
sional Secretary Examination,” 10 (11) 
‘‘An Examination by Secretaries... for 
Secretaries,” Marie Lehnert, CPS, 4 (24) 

“4,638 CPSs to Date,” 8/9 (37) 

“Institute for Certifying Secretaries,” 10 (8) 

The Management-CPS Team,” James W. 
Attwood, 2 (12) 

“Questions Frequently Asked About the CPS 
Examination,” 10 (10) 

“Secretary Wanted: CPS Preferred,” 11 (12) 

“Sister Is a Sophomore,” Sister M. Alexius 
Wagner, O.P., 3 (32) 

“Tomorrow Has Been Canceled,” Dr. Gordon 
F. Culver, 8/9 (36) 

“A University President Assesses the CPS 
Program,” Woodrow M. Strickler, 5 (24) 

“Will You Be Among the 5,000 CPSs by 
1970?” 2 (13) 

“You Too Can Be a Certified Professional 
Secretary,” 10 (6) 


Education 

“Billion Loss From Poor Reading,”’ A. Bailey 
Chapin, 8/9 (40) 

“First $2,000 Scholarship Awarded,” 8/9 
(37) 

“Kaleidoscope,” Dr. Fred S. Cook, 1 (41); 2 
(33); 3 (38); 4 (33) 

“Model Office Program,” Beverley M. Funk, 
11 (32) 

“NSA To Award First International Scholar- 
ship,” 2 (15) 

“‘NSA’s Research and Educational Founda- 
tion,” 2 (14) 


the &eci@tary 


Employment 

Editorial, Bertha J. Stronach, CPS, 8/9 (2) 

‘‘Eliminate Age Discrimination; Women’s 
Organizations Can Help,” 6/7 (14) 

“Going Back to Work... the In Thing To 
Do,” 5 (14) 

How To Turn Ideas into Dollars (book 
review), 10 (40) 

“Secretary Wanted,” 8/9 (6) 

“What Do You Expect?” Pete Simer, 8/9 (19) 

“The Working Mother,” 5 (6) 

‘‘Would You Hire Yourself?” Cylvia A. 
Sorkin, Ph.D., 8/9 (16) 


Executives 

“Boss of the Year 1969,” 6/7 (25) 

“Everybody Knows an Executive Has Nothing 
To Do,” F. F. Beirne, 2 (7) 

“A Look at the Executive... Your Boss,” 
Shirley S. Englund, 2 (2) 

“A Secretary Speaks Out on Disorganized 
Bosses,” Margo Lamont, 10 (20) 

“What a Boss Expects of His Secretary,” 2 (6) 

“What Does NSA Mean to an Executive?” 2 
(18) 

“Your Boss’ Management Responsibilities,” 
James J. Kennedy, 8/9 (24) 


Fashion and Grooming 

“The Boss’ View of Office Modes,” 8/9 (15) 

“What NSA Means to the Secretary in the 
Fashion Industry,” Irene W. Lage, CPS, 3 
(20) 


Grammar and Vocabu!.ry 

“For Your Information,” 8/9 (18); 10 (33) 
“Fun and Games,” 8/9 (29); 10 (28) 
“Spelling Bee,” 10 (37) 

“Word Wise (WW),” Sarah Montoya, CPS 
“‘WW/Apostrophizing,” 11 (24) 
“WW/Books About Words,” 6/7 (20) 
““WW/Foreign Affairs,” 4 (14) 

“WW /Further Foreign Affairs,” 5 (25) 
“WW/Inflationary Words,” 8/9 (28) 
‘“‘WW/More New Words,” 10 (34) 
‘“‘WW/Le Mot Juste,” 2 (24) 
“WW/Thanks for Writing,” 1 (26) 
“WW/Word Watching,” 3 (24) 


Health 

“Mental Health,” 6/7 (15) 

“Vision Efficiency,” James R. Gregg, O.D., 
10 (18) 








STEP UP TO 
EXCITEMENT!!! 


You can step up to the excitement and re-. 
wards that go with being a top level admin- 
istrative assistant. To qualify as a more 
important member of your manager/secre- 
tary team you must know how to manage. 


THESE ONE DAY SEMINARS 
CAN HELP YOU 
(In more than 60 cities throughout the 


U.S. 
S. and Canada) a 


Co-sponsored by Bl 
INDUSTRIAL EDUCATION INSTITUTE 
and 


THE NATIONAL SECRETARIES 
ASSOCIATION (International) 


@ IMPROVING THE SECRETARY’S 
MANAGING SKILLS 


@ UNDERSTANDING & INFLUENCING 
PEOPLE 


@ IMPROVING THE SECRETARY’S MANAGE- 
MENT OF TIME 


@ INCREASING THE EXECUTIVE 
SECRETARY’S ROLE IN MANAGEMENT 


(Open to NSA members and non-members) 
MAIL THE COUPON NOW FOR FULL 
INFORMATION 


Industrial Education Institute, Dept. TS, 
221 Columbus Ave., Boston, Mass. 02116 
Send Full Information about IEI/NSA 
seminars scheduled in my area: 


NAME 





COMPANY 
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STATE & ZIP 








Human Relations and Personal Development 

“Effectiveness Is You!” James R. Slaughter, 
10 (30) 

Games People Play (book review), 8/9 (32) 

“Secretary on the Spot (SOS)... All Her 
Time Is the Boss’ Time,” 3 (30); Help for 
a Secretary on the Spot, 5 (22) 

“SOS ...A Case of Jealousy, Or?” Help, 1 
(33) 

“SOS ... CPS on the Spot,” 10 (36) 

“SOS ... In a Communications Fog,” 1 (32); 
Help, 3 (30) 

**SOS ...In Various Situations,” 2 (16); 
Help, 4 (21) 

“SOS ... Luncheon Hostess for the Boss,” 11 
(28) 

**SOS ...Post-Vacation Blues,” 8/9 (20); 
Help, 11 (28) 

“SOS ... What’s a Mother To Do?” 5 (22); 
Help, 8/9 (20) 

“SOS ... With a Company Secret,” 4 (21); 
Help, 6/7 (12) 

“SOS... With a Teed Off Boss,” 6/7 (12); 
Help, 10 (36) 

“SOS ... With Her Predecessor,” Help, 2 (16) 

“Silence Is Not Always Golden,” Louise 
Bushnell, 8/9 (41) 

Speak Your Way to Success (book review), 10 
(40) 

“Trip to Success,” Joyce DeVecchi, 6/7 (18) 


Law 

Law: A Case Study Approach (book review 
by Elsie Swartz, CPS), 8/9 (33) 

“The Rule of Law Revisited,” Thomas F. 
Lambert, Jr., 8/9 (36) 


Miscellaneous 

“Barrel Racing Secretaries,” 11 (22) 

“Etcetera,” 8/9 (42); 10 (42); 11 (42) 

“International Notes,” 6/7 (42) 

“Miscellany/International Notes,” 1 (42); 2 
(34); 3 (42); 4 (34); 5 (42) 

“Miss Robotary,” 1 (43); 2 (35); 3 (43); 4 
(35); 5 (40); 6/7 (43); 8/9 (33); 10 (41); 
11 (40) 

“Postmarked From Our Readers,” 3 (40); 4 
(32); 5 (40); 8/9 (8); 10 (32); 11 (36) 

“Welcome to Our New Readers,” Shirley S. 
Englund, 6/7 (2) 


The National Secretaries Association (Inter- 

national) 

“Agenda: 24th Annual Convention,” 5 (28); 
6/7 (31) 

“Board of Directors, 1969-70,” 8/9 (4, 35) 

**Candidates for International Board of 
Directors and Board of Trustees, Home 
Trust Fund,” 5 (33) 


“Convention News,” 8/9 (34) 

“Conventionally Speaking About Miami,” 6/7 
(36) 

“Friendly Floridians Invite You to the Sun- 
shine State for NSA’s 1969 Convention,” 
1 (30) 

“Go Where the Action Is in July ’69,” 2 (22) 

“Make the Move to Albuquerque,” 5 (20) 

“NSA’s Professional Staff at Your Service,” 
6/7 (36) 


Office Equipment, Supplies, and Design 
“Beauty and the Beast or the Secretary and 
the Computer,” Dr. Irene Place, 11 (14) 
“BEMA Goes to Chicago,” Eleanore Cunning- 
ham, CPS, 3 (6) 

“It’s a Nice Place To Work,” 3 (8) 

*““NOPA Goes to New York,” 3 (10) 

“Office Improvement Month,” 3 (11) 

“The Secretary Mart,” 1 (39); 2 (31); 3 (16); 
4 (30); 5 (38); 6/7 (38); 8/9 (30); 10 (38); 
11 (38) 

“The Secretary’s Domain: Her Office,” 3 (14) 

“Spring, A New Season for a New Look in the 
Office,” 3 (2) 

“There’ve Been Some Changes Made,” 5 (16) 

“Typewriters That Do Their Own Thing,” 11 
(8A) 


Safety 

“An Accident Found a Place To Happen,” 
Dorrie L. Thomas, 1 (6) 

“Be a Winner in Safety!’ Helen Burkin, 1 
(16) 

“Commandments of the Highway,” 1 (12) 

“Fatal Home Accidents Can Be Avoided,” 1 
(10) 

“FSA Safety Awareness Contest Winner Is 
Janet Albers,” 5 (10) 

“Help ‘Safe’ Your Office,” Marjorie Kayes, 
CPS, 1 (7) 

“Look Out for Others,” 1 (3) 

“‘NSA’s Program of the Year,” 1 (3) 

“Rally Round the Flag for Safety,” Helen 
Burkin, 1 (2) 

“The ‘Second Interval’ Concept,” 1 (15) 

“Stay Alert to Danger,” 1 (37) 

“Tour of the National Safety Council Office,” 
Karen Sinn,'1 (8) 

‘“‘What’s Your Excuse?” 1 (14) 


Secretarial Duties, Procedures, and Skills 

“All in a Day’s Work,” 6/7 (22); 8/9 (22); 10 
(22); 11 (31, 34) 

“The Best Time of Day,” John E. Gibson, 3 
(19) 

“Business Letters, Past and Present,” Jean 
Johnston, 8/9 (26) 


“How Secretaries Can Keep Their Personnel 
Forms,” Sophia James, 10 (26) 

“Plan Ahead; Work with Your Calendar,” 1 
(17) 

“Quickie Quiz,” 1 (21); 2 (26); 3 (29); 4 (16); 
11 (21) 

‘*Suggestions for Skill Building,” Marion 
Wood, 10 (14) 


Secretarial Profession 

“Bosses Sound Off... About Secretaries,” 2 
(10) 

“‘The Multi-Talented Medical Secretary,” 
Frances G. Trimble, 8/9 (10) 

“No Job for an Amateur,” Very Rev. William 
C. McInnes, S.J., 5 (8) 

“An Open Letter to Secretaries,” Sy Miller, 5 
(2) 

“A Secretary Speaks Out on Recognition,’ 
Hildy Andrew, 8/9 (14); “More on Recog- 
nition,” 11 (26) 

“A Tribute to the Secretary,” 4 (2) 

“What a Boss Expects of His Secretary,” 2 (6) 

“What Will Be Your Professional Altitude,” 
Dr. Gordon F. Culver, 1 (34) 

“Would You Believe? Secretarial Facts and 
Figures,” 6/7 (41) 


> 


Secretaries 

“Mrs. Anne K. Ramsey, CPS, Acclaimed 1969 
International Secretary of the Year,” 8/9 
(38) 

“International Secretary of the Year 1968, 
Bobbye N. Ogden, CPS,” 5 (12) 

“Meet Margaret Dillon,” 1 (28) 

**Meet Muriel Jeffery,” 4 (22) 

“Secretarial Fitness Keeps Pace with Physical 
Fitness,” 6/7 (16) 

“The Secretaries in the Oval Room,” 4 (6) 

“That Week,” 4 (18) 

“What NSA Means to a Secretary in Transpor- 
tation,” Marjorie Boyer, 1 (24) 

“What NSA Means to the Secretary in the 
Fashion Industry,” Irene W. Lage, CPS, 3 
(20) 


Seminars, Meetings, and Workshops 
“Division Meetings 1969,” 3 (37) 
“Secretarial Seminars,” 11 (30) 
“Secretarial Savoir Faire,” 6/7 (10) 


Travel 

‘Bonjour de France,” 6/7 (6) 

“East Side, West Side—Up and Down the City 
of New York,” 11 (41) 

“Keys to the Sunshine State,” 4 (29) 

“Magic Miami/Miami Beach Awaits You,” 6/7 
(27) 

“Zero in on Florida’s West Coast,” 3 (33) O 








